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GEORGIA DEPARTMENT CF HUMAN RESOURCES 3
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES
s o RECORDS MANAGEMENT UNIT

r For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - (404) 6564976 GIST: 2214983

DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ARCHIVES AND HISTORY
Application Date ~ Division of Youth Services' Appiication Number

Investigations Unit eo_
July 11, 1980 1585 County Farm Road 30‘.!

i

i i i i ate Completed
Application Number | Marietta, Georgia 30060 Date Recaived Date Complete
DHR 80-19 JUL 1 5 1980 f.ue T 4 1980
N e e e T
Tﬂrson to Contact Working Title Telephone Numbar
(Mrs.) Betty Rabun Administrative Aide 424-7376
3. Action Requested - o
a. XX Establish Retention Schedule; record will continue to accumulate,
b, [JDispose of present accumulation; no further accumulation anticipstad, n " ) ] .
¢. O Amend Application No. Check One: [ Change, 0O supercede; [ Void
4. Dates of Series |'57'aocords Series Titie (followed by title used in office; If differsnt)
Zarliest Latest . . . .
Oct 1975[,[0 presentl Investigations'Client Case Record Files
6. Division sfd Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Youth Services is responsible for administering, supervising, and regulating
programs for juvenile offenders in the State, which includes the State operation for intake;
detention; planning; probation; aftercare; and a comprehensive orientation and staff
training program for all workers in Youth Services Institutions, Community Treatment Cen-
ters, and community based programs.

The Investigations Unit provides for the investigation and apprehension of escapees from

the four Youth Development Centers and committed youth who abscond from a community place-
ment facility.

%

7 Rocords S ription ThiSTTD contains the following decusents finclude form numbers and titles, if=): Attach samples of the file.

Documents relating to: apprehending youth Who escape from State custody;’ and investigating cir-
‘eumgtances for determining proper handling of each case;

Included are: DHR forms $4081 (old no, DCS/SSS-81) (Crder of Commitment) t0 custody of 'Georgia
Department of Human Resources; 4010 (old No. DCS/S$Ss-80) (Social History) shows personal
information about youth (name, address, date of birth, sex, race, place of birth, school,
grade, principal, attendance, regiligion; employment), family background (father,«mother,
birthdates, mariage date, religion, education) and brothers and sisters (listed by name

i and age, occupation and grade in school); Social History supplement == a narrative report
by Court Service Worker which identifies youth, states problem bringing child(ren) to
Court, significant factors of case, and plan of action to help child(dren) overcome the

problems which caused their commitment to the custody of DHR; and form 4056 (Request for
Apprehension and Detention of Juvenile) for return of runaway when youth has escaped from

custody of the State. .
The file js arranged : alphabetically by name of client.
!

8. Monthly Reference Rate _ How often are records referred to whichsre: = =

One tosix monthsold ., ; Seven to twelvwe manthsold_______ . Thirtean to twenty<four monthsold _________.
twenty-five months end oider - 2 Active cases referred to frequently == on an individual basis

o=

& Anm \Rate of Aowmutaﬂon or Reoord:

; Shelves —__ ; Other ISpecify)

. 3 ®

3
Letter-size drawers —— . ... ; Logalsize drawers 2

Form 4098 (7-78) ) . (Over)




YES | NO | 10. Questionnaire (ijs_ze an “X" in the preper szlumn)

a. Is this the official copy of the ssiles?
b4 if not, whare is it?

Doa; the sorias eontain conﬂdential mformmen raqulrmg security handtmg? lf ves, cita law or ngulmon

X contain client names Y riaas . A L

c. Is this & vital record?

]

ot ol

X d. Does this serias have hinorkal or lon. term nsurch valuo? N

Lo

o. Whan one or two documents in the file make It necssssry to keep the ontim file for a long period, could these documents

X be scheduled ssparately? f — - .
p_ %ﬁ?_f,ﬂ%mnumw in this ssries ever pubmhad? if yss, cmch eopv L
18 in 3mm contained in this series ever analyzed and/or recordsd in : summanzod repon?
X if yos, attach copy. - - L )
h. Is there a duplication of this urm in your office, or in snother office or ogenr.y?
X if ves, where?

-X 1. lsthis sories for & mjor portion of it) regularly microfitmed?

x j. Does the record series result in a Gomputer printout?

t
od ol anceci

11. Retantion Requirements The following requires the serias to be kept:
. ) RIAY
s Stste Law o —— - years. = d. Audlt period . —————Yeari.
b. Sttuts of limitation — e yaurs. o Administrativines © 7 years.
% ¢ Federal law — Years. t.  Federal retention instructions years.
Title XX regulations - see item 12. '
Attach copy or excerpt Of ipws or regulstions. Expiein administrative need.
LT 4 % 'l i - -7 - - ~ Y
Ll = “--‘ % <
i = > - - =t i
12. Approved Disposition Instructions  This agency recommends that the file series be cut off at the end of each: _
O cCalendsr Year; [ Fiscal Year; [JOther _ then,

O Hold in the current files arsa e TN () year{s); then
O Transfer to local holding ares; hold ————— year(s); then-

. O Transfer to State Records Center;hold —____ year(s); then
0 Destroy
O Trensfer to State Archives for permanent retention.
Other (Specify)

.Upon termination of care, place all papers
in the inactive file arranged by year iyouth
will reach age 21 (exception = if youth is
_terminated_in his/her 18th year, place

those papers in the inactive file arranged
by year youth will reach age 22); hold to

~
>

[ end of calendar year youth will reach ag
s 18; transfer all papers to State Records - or
. Center; hold 3 years; then destroy.: continue to hold in local holding area
¢ 3 more years; then destroy N
> Thase [nstrictions spply 10 all prior and future accumulatiens of the series. nomranae s men
g -
Agon:ym Wouigm {s:‘ghatm) / ]: Date Roeordu Managemant Oftficer (s:ynaturol Date
[4 .
4 %‘i‘%o éw )/)"' Clu.m/‘ 6/,5¢='/8Q
b EliZabeth W. Crank, CRM
‘m”""’/llg.. _Wo Stots Records Committes _(Sgnature Dot
Recommendations in wagnph : g i
12.n|pprowd State Auditor/Designes X 1] . 'A——-—-ﬂ p— 4" Z’M ” >
{N disapproved, attach letier - 7 L? 8()
of explanation.) uw%lbumm f\é :a a % 7-- 29 -
P
Attornay General/Designes XJ 3 ,ﬁ

Form 4998 (7.78) (Revers 8ide)




